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R E C O R D S R E T E N T I O N A N D D I S P O S A L S C H E D U L E 

AGENCY DIVISION Central Garage 
l i t e m N o . Desc r i p t i on Re t en t i on o r ^ S 

General Files 

Subject arrangement of original incoming 
letters, memorandum and any and all other 
material related to the administration of 
the agency, bureau and/or division. 

Payroll/Time and Attendance Records 

Federal audits may be randomly conducted 
which require documentation of all expendi­
tures including payroll. These audits may 
make retention of some payroll records beyond 
the scheduled period necessary. 
These records contain copies of computer 
print-outs of payroll entries into the 
County automated system, and hard copies of 
time and attendance sheets (FLSA), as 
well as copies of manually entered payroll 
sheets submitted to the Payroll Office for 
merit personnel. 

Policies, Procedures and Directives 

Files consist of policies, procedures and 
directives set forth by the Department designed 
to influence and determine decisions, actions 
and other matters pertaining to the overall 
operation of the Department, including studies 
and reports conducted within the Department. 

Retain five (5) 
years, then 
destroy. 

Retain three (3) 
years, then 
destroy. 

Retain permantly. 
Periodically transfer to 
Maryland State Archives. 

Schedu l e A p p r o v e d by 
Reco rds M a n a g e m e n t Officer 

Schedu l e Approved by 
Chie l Administrative Officer 

Data S ignature 

Schedu l e A p p r o v e d by 
A g e n c y ^ o r pivision Representat i ve 

Schedu l e Approved by 
State Archvist 

Data Sianature 
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4. Vehicle Files 

Files contain warranty and purchasing 
information, complete work order history, 
key codes, and any information pertaining to 
accidents the vehicle was involved in. 

Retain 3 years after 
disposal or sale, then 
destroy. 



SCHEDULE (DGS 550-1) 7775 WATERLOO ROAD 
P.O. BOX 275 - JESSUP. MARYLAND J07M Pane 1 Of 4 

^ DEPARTMENT/AGENCY 

Public Works 
1 DIVISION 

Central Garage 
3. UNIT 

DEFINITION • Rtcordi S*rtM • A group of rd i t td rtcordt normtlly flltd ind ui*d i i i unit for r i f tr tnct « i w*il n ritintlon and dltpoiition purpoirt . 

4. RECORD SERIES TITLE 

General Files 
5. EARLIEST YEAR / LATETEST YEAR. 

TO 

S. RECORD SERIES DESCRIPTION ( Briefly describe the types of inlormation/documenisrforms louna in the Series. Include the purpose or function of the Senes) 

Subject arrangement of original incoming letters, memorandum and any all 
other material related to the administration of the agency, bureau and/or 
division. 

7. RECORD SERIES FORMATfS) 

^ H. Later See • Microfilm 

• Legal Size • Computer Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

a Other (Soearvl 

8. RECORD SERIES SEQUENCE 

XX AJphaoeucal 

• Numerical 

• Chronological 

• Geograonica! 

O Othw ISDeerfv) 

9. VOLUME 

X File Orawer(s) 
• Microfilm Reel (s) 
• Computer Tape (s) 

^ • Other (SDearyl 

NumDer 

10. ANNUAL ACCUMULATION 
M File Drawer (s) 

• Microfilm Reel (s) 
a Computer Tapef,s) 
Q Other (Soeafvl 

Numoer 

11. FILE IS USED 

£ Oady a Weekly • Monthly 

1 1 FILE BECOMES INACTIVE AFTER 

5 • Month(s) & Year(s) 

NumDer 

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 

Millersville Garage 
14. IS RECORD SERIES DUPUCATED ELSEWHERE? (If yes. specify agency or office) 

• Yes ? No 

15. ACCESS RESTRICTIONS (If yes. ate law(s) & regutation(s) 

0 Yea ¥ No 

16. AUDIT REQUIREMENTS 

None a Slate a Federal a Indeoendent 

17. IS AM INDEX SYSTEM USED? (If yes, explain bnefly and 
despite any ha/ware/software) 

V a Yes X No 

18. RECOMMENDED RETENTION 

5 years, then destroy 

19. NAME AND TITLE OF PREPARER 

Susan Shives, Clerk Typist III 
20. TELEPHONE NUMBER 

222-8020 
21. DATE 

8/12/94 



P.O. BOX 275 - JESSUP. MARYLAND 20734 Pane 2 Of A 

1. DEPARTMENT/AGENCY 

^ Public Works 
Z DIVISION 

Central Garage 
3. UNIT 

DEFINITION - Rocords StrtM • A group of roiittd rteordt normally flltd ind uttd •• i unit for roftrtnct 11 well i t rttantion ind dliposition purpottt . 

4. RECORD SERIES TITLE 

Payroll/Time and Attendance Records 
5. EARLIEST YEAR / LATETEST YEAR. 

TO 

6. RECORD SERIES DESCRIPTION ( Briefly desert* the types of information/documems/forms found in the Series. Include the purpose or function of the Senes) 

These records contain copies of computer print-outs of payroll entries into the 
County automated system, and hard copies of time and attenance sheets (FLSA), as 
well as copies of manually entered payroll sheets submitted to the Payroll Office 
for merit personnel. 

7. RECORD SERIES FORMATfS) 

XK Letter See • Microfilm 

U • Legal Size • Computer Tape 

• Sound Book • Floppy Disk 

• Audo Tape a Video Tape 

• Other (Soeorvl 

8. RECORO SERIES SEQUENCE 

M Alphabetical 

• Numerical 

H Chronological 

• Geographical 

• Other (Soeafvl 

9. VOLUME 

XX File Orawer(s) 

• Microfilm Reel (s) 

• Computer Tape (s) 

a Other (Soeerfv) 

Numoer 

10. ANNUAL ACCUMULATION 

File Drawer (s) 

• Microfilm Reel (s) 

• Computer Tape(s) 

^ a Other (SDecrfvl 

Numoer 

11. FILE IS USED 

• Daily X Weekly • Monthly 

1 1 FILE BECOMES INACTIVE AFTER 

3 • Month(s) X Year(s) 

Numoer 

13. CURRENT LOCATION(S) (Blag.. Floor. Room) 

Millersville Garage 
14. IS RECORD SERIES DUPUCATED ELSEWHERE? (If yes. specify agency or office) 

a Yes X No 

15. ACCESS RESTRICTIONS (If yes. ate law(s) & regulation(s) 

O Yes XX No 

16. AUDIT REQUIREMENTS 

• None a State & Federal • Independent 

17. IS AN INDEX SYSTEM USED? (If yes. explain bnefly and 

desenbe any haroware/software) 

| O Yes H No 

18. RECOMMENDED RETENTION 

3 years then destroy 

19. NAME AND TITLE OF PREPARER 

Susan Shives, Clerk' Typist III 
20. TELEPHONE NUMBER 

222-8020 
21. DATE 

August 12, 1994 



INSTRUCTWHS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW 
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION 
SCHEDULE (DCS HO-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7775 WATERLOO RCAO 
P.O. BOX 275 • JESSUP. MARYLAND 207M 

AGENCY KhUUKua invciituni 

Pace 3 or 4_ 

f. DEPARTMENT/AGENCY 

Public Works 
2. DIVISION 

Central Garage 
3. UNIT 

DEFINITION • Ricords Str in - A group of rdattd ncord i normtlly tiled ind ui*d i t i unit for n f i r tn c i II will n rttintlon ind dlipoiltlon purpoit* . 

4. RECORD SERIES TITLE 

Policies, Procedures and Directives 
5. EARLIEST YEAR / LATETEST YEAR 

TO 

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of Information/documents/torms louno in me Senes. Include the purpose or function of the Senes) 

Files consist of policies, procedures and directives set forth by the Department 
designed to influence and determine decisions, actionsand other matters pertaining 
to the overall operation of the Department, including studies and reports 
conducted within the Department. 

7. RECORD SERIES FORMATfS) 

^ rX Letter Size • Microfilm 

• Legal See • Computer Tape 

• Bound Book • Floppy Oisk 

• Audo Taoe a Video Tape 

• Other (Soeafvl 

8. RECORD SERIES SEQUENCE 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (Soeafvl 

9. VOLUME 

3C File Orawer(s) 

O Microfilm Reel (s) 

• Computer Tape (s) 

^ • Other fSDeerfvl 

7. RECORD SERIES FORMATfS) 

^ rX Letter Size • Microfilm 

• Legal See • Computer Tape 

• Bound Book • Floppy Oisk 

• Audo Taoe a Video Tape 

• Other (Soeafvl 

8. RECORD SERIES SEQUENCE 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (Soeafvl 

Numoer 

7. RECORD SERIES FORMATfS) 

^ rX Letter Size • Microfilm 

• Legal See • Computer Tape 

• Bound Book • Floppy Oisk 

• Audo Taoe a Video Tape 

• Other (Soeafvl 

8. RECORD SERIES SEQUENCE 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (Soeafvl 

10. ANNUAL ACCUMULATION 

a R e 0 rawer (s) 

• Microfilm Reel (s) 

• Computer Tape(s) 

• Other (SoecifV) 

10. ANNUAL ACCUMULATION 

a R e 0 rawer (s) 

• Microfilm Reel (s) 

• Computer Tape(s) 

• Other (SoecifV) 

Numoer 

11. FILE IS USED 

when needed 
• Dairy • Weekly • Monthly 

12. FILE BECOMES INACTIVE AFTER 

n / a a Month(s) • Year(s) 

Numoer 

13. CURRENT LOCATION(S) (BIda.. Floor. Room) 

Millersville Garage 
14. IS RECORD SERIES DUPUCATED ELSEWHERE7 (If yes. specify agency or office) 

• Yes • No 

15. ACCESS RESTRICTIONS (If yes. ate law(s) S regulaticn(s) 

• Yes g[ No 

16. AUDIT REQUIREMENTS 

J{ None • Slate • Federal • Independent 

17. IS AN INDEX SYSTEM USED7 (If yes. explain bnefly and 

cescrbe any haroware/software) 

P a Yes & No 

18. RECOMMENDED RETENTION 

Retain permantly 

19. NAME AND TITLE OF PREPARER 

Susan Shives, Clerk Typist III 
20. TELEPHONE NUMBER 

222-8020 
21. DATE 

August 12 1994 



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW 
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION 
SCHEDULE (DOS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO RCAO 
P.O. BOX 275 - JESSUP. MARYLAND 20734 

AGENCY K t t U K U S i N v c m u m 

Pane 4 Of 4 

DEPARTMENT/AGENCY 

Public Works 
2. DIVISION 

Central Garage 
3. UNIT 

DEFINITION - Rtcordi Sariti • A group of rriattd rtcordi norm illy flltd tnd uitd i t i unit for n f t r tnc i i t w*tl 11 rtttntlon and dltpoiltJon purpose*. 

4. RECORD SERIES TITLE 

Vehicle Files 
5. EARLIEST YEAR / LATETEST YEAR 

TO 

6. RECORD SERIES DESCRIPTION ( Briefly Oescnbe the lypes of Information/documents/forms founa m Ihe Senes. Include the purpose or function of the Senes) 

Files contain warranty and purchasing information, complete work order history, 
key codes, and any information pertaining to accidents the vehicle was involved in. 

7. RECORD SERIES FORMATfS) 

^ OXLetterSize • Microfilm 

• Legal Size • Computer Tape 

• Bound Book • Floppy Oisk 

• Audo Taoe • Video Tape 

• Other (Soearv) 

8. RECORD SERIES SEQUENCE 

• Alphabetical 

K Numerical 

• Chronological 

• Geograohical 

• Other (Soearv) 

9. VOLUME 

(X File Drawer(s) 

a Microfilm Reel (s) 

• Computer Tape (s) 

a Other ISDecrfv) 

85 
NumDer 

10. ANNUAL ACCUMULATION 

rX R e 0 rawer (s) 

• Microfilm Reel (s) 

• Computer Tape(s) 

r a Other (SDecifVl 

NumDer 

11. RLE IS USED 

X Dairy • Weekly • Monthly 

12. FILE BECOMES INACTIVE AFTER 

a Month(s) a Year(s) 

NumDer 

13. CURRENT LOCATION(S) (8ldg.. Floor. Room) 

Millersville Garage 
14. IS RECORD SERIES DUPUCATED ELSEWHERE7 (If yes. specify agency or office) 

• Yes H No 

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s) 

• Yes Si No 

16. AUDIT REQUIREMENTS 

}S None a Slate • Federal a Indeoendent 

17. IS AN INDEX SYSTEM USED7 (If yes. explain Onefly and 

descnbe any haroware/software) 

W a Yes K No 

18. RECOMMENDED RETENTION 

Retain 3 years after the sale or loss of vehicle. 

19. NAME AND TITLE OF PREPARER 

Susan Shives, Clerk Typist III 
20. TELEPHONE NUMBER 

222-8020 
21. DATE 

August 12, 1994 

nrv, ".v>J rp .?vBi« •_~ii 


